Approved For Relegse 2093/1 2/04 :, oe! 
% y em ( _ peat 


Ae 


Be 


Ce 


Ds 


Es 


Fe 


Ge 


He 


Ire 


4.007 -oosacval agen An ahaais 
TT FDD wm Ot 1950. 
FOREIGN DOCUMENTS DIVISION FUNCTIONS Bowss fon OOd ne {tT 
of Monch. 195 
Exploit for intelligence purposes all types of foreign language 


documents, including captured documents, foreign press, peri~ 
odicals and books. 


Receive collection directives, expressive of information re~ 
quiresenta, and requests for other supporting action; assign 
responsibility for actionj ensure proper action on such requests; 
and maintain records of such requests and action taken on eache 


Review all available foreign language documents to determine 
applicability to existing intelligence requirements. 


Analyze, select, index and compile intelligence information in 
the exploitation of such documents in order to fulfill require- 
ments. 


Maintain appropriate cross~index files of foreign language 
source materials and information. 


Develop new zethods of loitation for foreign language docu~ 
ments in order to gaviea, boet possible coverage of these 
materials to meet the needs of intelligence agencies for 
information. 


Prepare intelligence information reports and analyses of foreign 
language source materials in response to collection directives 
or other authorized requests for supporting action. 


Review all Division reports for publication from a substantive 
and intelligence standpoint to determine accuracy of interpre~ 
tation, clarity of presentation and applicability to requirements. 


“dit all Division publications for editorial correctness, 
stantardized style, and format. 


Prepare all Division reports for publication by typing and 
drafting for reproduction. 


Prepare required workload, progress and other statisticel 
reports; maintain records necessary for this purposes 


Suevey and develop world-wide sources of foreign language 
documents ta. determine existence and availability of docuncnts 
of potential intelligence interest; establish procurement. 
channels; end maintain the flow of intelligence material into 
the Division. 


Conduct continual screening activities at the main foreign 
Language document repositories im the Washinecton areas 
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Receive, select, and route incoming foreign language material 
to appropriate unit for exploitation. 


Index, catalog and perfora other related library functions in 
connection with foreign language material acquired by the 
Divieion for exploitation and subsequent forwarding to eppro~ 
priate repository. 


Provide reference service for CIA amd other intelligence 
agencies on foreign language holdings in the Division and 
existence of pertinent foreign language materiale in other 
repositories. 


Commdinate CIA requests for procurement of foreign language 


2 


Haintain working level liaison with approved counterparts in 
other offices of the Agency; obtain clearance from OCD far 
liaison with outside agencies} maintain records of cach outside 
CIA liaison contacte 


Provide specialized operational amd intelligence support and 
information to components of CIA and when authurized to other 
appropriate sovernuont agencies. 


Provide a central translation service to support informational 
and operational noods of the jgency, and to fulfill, when 
workload pcrmits, translation requests from other approved 
government agenciese ; 


Compile data for centrel exploitation files, provide information 
therefrom to authorized requestors; and prepare monthly a Con- 
solidated Translation Survey for distribution to participating 
intelligence agencies. 


Coordinate with officials of other goverment agencies ad 
representatives of foreign governnuents in connection with 
foreign language document exploitation as directed by the 
Assistant Director for Operations. 
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FUNCTIONS OF THE ADMINISTRATIVE STAFF 


le Interviews and initiates processing of qualified applicants 
for existing vacancies on the Division 7/6. 


2e Comlucts necessary liaison with CIA placement officers with 
reference to possible applicants, applicants in process, possibilitics 
of intra~agency transfers, etc. 


3e Maintains current records of authorized vacancies and submits 
recruitment request actions for such vacancies. 


le Contacts Classification survey when situation erises to 
necessitate the reclassifying of positions or changing of job descrip- 
tions to meet the current needs and situation of the Division. 


Se Maintains close coordination with Branch chiefs to expedite 
Division matters for effective placenent and utilization of personnel. 


&- Coordinates atwinistrative functions within the Division t 
conform with CIA policies. 


Ze Inaplements inioctrination progran of efficient administrative 
procedures within the Branchese 


Se Maintains constructive good employee relations and work re~ 
lationship #o that working conditions and relations will enhance 
morale and efficiency. 


%e Makes decisions or takes action concerning rersonel complaints, 
grievances, and misunderstandings that may arise. 


10, Briefe all new employces concerning internal and CIA policy 
functions that pertain to the individual employee. 


lle Provides a message center and a courier and mail service 
with internal routing of official correspondence. 

12, Providep receptionist service by receiving official visitors, 
making out visitor's passes, contacting party they are to see and 
referring then to appropriate offices, — 


13. ‘Supervises security matters for the Division in compliance 
with CIA security regulations. 


ljs Prepares budget estimates for the Division. 


5s “Responsible for agsignnent and maintenance of space, supplies, 
equipment, telephone, service. 
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16. Promotes good relationships between other officials of the 
Agency and employees of [DD 


17» Haintains personne] and administrative files of the 
Division in accordance with Agency remulationse 


164 taintains Time and Attendance records for personnel of the 
Division in accordance with Agency and Civil bervice regulationg, 


196 Supervises the overtine program in the Division; mainteins 
appropriate records therefore 


20. Supervises the Group Hospitalization and Sovernment smployess 
Health program in the Divisione 


2ie Prepares travel requests and vouchers for caployees of tho 
Divisione 
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le Reviews foreign language doe 


FaR wASTERR BRANCH OHS 


Burma, Indonesia, Tibet and 


Kereay Japary Indo-China, 
Philippines (except scientific and technical}. 


2 


Analyses now serial publications received; detoruines 


* d 
' guch publications should be procured regulerly; and initiates 
procurement requests for these. 


frou infornation answering intellircence requirenents. 


3, scans foreign language docuncnts received and s@lects there= —P 


he Preparce information for publication a8 spot reports, com - 


assigns o£ 


translations, collstod reports, or regoarch repmarts and 


correct sccurity classification. 


Se sxploits regularly all available newspapers from Chins, o> 
Korea, Indo-China, Siam, Duma and Inionosia for intellicence infar- 


mationte 


6. uxploite specific Far iastern portodicals for intelligence 


< 


Te uxploite books and monographs on assigned area tn answer to <—~ 
specific requostse 


& Exploite captured Japanese docunente dealing with the Far cS 
Rast to satisfy certain intelligeme requirenonts. : 


9, Receives Collection Directives, both specific and guide +r 
type, ani takes action on thette 


10. | 


Maintaina appropriate files on source materLal se +f 


li. conducts operational Liaison with analysts of other intelli-~ A 
pence offices to clarify existing informational requirements and 
je specific translation requests. 


ize Reade and files for a Limited period of tine pertinent ro- it 
of othor intellironce activities to avold duplication and to ~ 


ports 
relate the 


Branch effort most effectively to that of other ollie 


genpe unite with cinilar rsoescse 


Ie 
taining to 


Serves as coneultant to other area Trarchos on aatbors pore YP 
the Par cast and +6 other authorised requesters on the 


oreign Languages in ite arete 


ie 


“yeluates the reliability and accuracy of individual foreign 


docwrente or categories of foreigm docusents upon requoste a 
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1S. Frovides traislation service ag dircetod by Bivision Chial. 


6a Provides miscellancous special services, such as intar~ 
preting, correction of language exeminctions for other offices, trans~ 
lating fram English into. a foreign lanuage, ators as directed by the 
Division Chief, 


17s Maintaines Branch 
security rogulations. 


18. Indoctrinates new 
amnitraings them in document 


security in accordance with CIA 


reonnel in bagic intelligence procedures 
pLoltation techniquese 
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NEAR EAST/AFRICA BRANCH FUNCTIONS 


le Reviews foreign language documents dealing with Turkey, 
Greece, res Trari,y India, Pakistan, Afghanistan, Syria, Lebanon, 
Israel, Jordan, Saudi arabia and Africa {except scientific and 
technical) to determine applicability to intelligence requirencntas.. 


2» Analyzes new serial publications receiveds determines 
whether such publications should be procured regularly; and initiates 
procurement requests for these. 


3» Scans foreign language documenta received and selects there=- 
from information answering intelligence requirements. 


l. Prepares information for publication as spot reports, com 
pllations, translations, collated reports, or research reports and 
assigna correct gecurlty classification. 


Se Exploits regularly all Near ast/Africa newspapers received 
for intelligence informations 


Ge kxploits specific Near kast/Africa periodicals for intelli- 
gence information. 


7+ Exploits books anc moncgrapha on assigned area in answer to 
specific requosts. 


Se xploits captured German documents dealing with the Near 
kast and Africa to satisfy certain intellizence requirenents. 


9, kxploits pertinent Western wuropean. publications containing 
information on Near “ast/Africa when tine pefmits. 


10. Receives Collection Directives, both specific and guide 
type, and takes action on them 


lle Maintains appropriate files on source materialas 


12. Gonducts operational liaison with analysts of other intelli~ 
gence offices to clarify existing informational requiremente and 
specific translation requests. 


130 Reads and files for a limited period of time pertinent re= 
ports of other intelligence activities to avoid duplication and to 
relate the Branch effort most effectively to that of other intelli- 
gence units with similar purposes. 


li. Serves as consultant to other area Branches on matters per= 


taining to Near Kast/Africe and to other authorised requestors on the 
forcign languages in its areas 
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15. Evaluates the reliability and accuracy of individual. foreign 
documenta or catecorles of foreign documents upon request. 


16, Provides translation service ae directed by Division Chief. 


i? Provides miscellaneous special services, such as inter= 
preting, correction of language examinations for other offices, trans« 
lating from inglish into a foreign language, etc., as directed by the 

Division Chief. 


18. Maintains Branch area security in accordance with CIA 
security regulations. 


Wa Indoctrinates new personel in basic intelligence procedures 
and traine then in document exploitation techniques. 
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USSR BRANCH FUNCTIONS 


1» Reviews foreign language docunents Gealing with the UsSR 
(except sc fis aud technical) to deteraine applicability to 
intelligence requirezcnte,. 


2e Analyses new serial publications received; deterzines 
Whether such publications ahould be procured regularly; and initiates 
procuremant requests for these, 


3+ Seans foreign language docuucats received and Selects there= 
fron information answering intelligence roquirementa. 


he Prepares information for publication as Spot reports, cam 
pilations, trenslations, collated reports, or research reporis and 
assigns correct sccurity classification. 


Se Pxploite all available Soviet newspapers and periodicals 
(except scientific and technical) avoiding duplication with ihe 
Joint Press Reading service in Hoscowe 


Se *xploita Soviet books of high priority upon requeste 


7e ixploits captured German and Japanese documents asaling with 
the USSR for intellicenas information. 


S seploits pertinent ‘estern European publications containing 
infornation on the Uss when tins permits. : 


‘Ge Receives Collection Directives, both specific and guide 
type, and takes action on thom. 


10, iiaintains aypropriate Piles on source materials, 


De Conducts operational diaison with analyste of other intelli~ 
gente offices te clarify existing inforuational reqitrenontes and 
specific trandlation requests, 


22. Keads and files for a lisited pariod of tine portineat re~ 
ports of other intelligence activities to avoid duplication and to 
relate the Branch effort woes effectively to that of other intelli 
gence units with similar purposes, id 

ee _— piped eiantin to st pe area Dranches on matters per~ 
taining to Wsr. other author: requssters on the forei 
languages in ite areas = 


lie evaluates the reliability and eccuracy of individual foreign 
documents ar Categories af foreign decusents UpOR requeat,s 


Se Provides translation service as dirccted by Division chief. 
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16. Provides miscellaneous special services, such as inter= 
preting, correction of language examinations for other offices, trans 
lating from english inte a foreign language, etce, as directed by the 
Division Chief. 


i7e Waintains Branch area security in accordance with Cla 
ssourlty regulations. 


184 Indoctrinates new persomel in basic intellicence procedures 
and traina them in document. exploitation techniques 


SEC 
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EASTERN EUROPEAN BRANCH FUNCTIONS 


ly Reviews forcigy language decwacnts doaling with Albania, 
Tulgarie, Czochoslovakla, Demaark, Finlaxl, Yunsary, Jugoslavia, 
Norway, Poland, Runania, swoden and Soviet sones of Jer and 
Austrla, (ox eclentific and teclmical) to determine applicability 
to intelligence requirements. 


2e Anelyses new serial publications receiveds determines 
whether guch publications should be procured regularly; and initiates 
procurerent, requests for these, 


Je ians foreign language documents reesived emt selects there} 
from infornation ring intelligence rcquiremonts. 


i Prepares infarwation for publication as spot reports, con 
pilations, tranelations, collated reports, or research reports and 
assigns correct security classifications 


Se Kxploite regulerly all bastern turopean ani scandinavian 
newspapers received for intelligence infornetions. 


Ge Exploits specific Lastern Suropean am) Scandinavian peri- 
odicals for intelligence information. 


7+ Exploits books and monographs on assigned area in answer to 
apecifie requests. 


Se kxploite captured Cerman documents dealing with Eastern 
nurope to satisfy certain intelliirence requirements. 


9» <ixploits pertinent ‘iestern “urepean publications eontaining 
dnfortation on castern “uropecn countries when tine pormitee 


10. Receives Collection Directives, both specific and guide 
type, and takes action on thames 


lle ¥aintelns appropriate files on source uatericles 


12. Conducts operations] liaison with analysts of other intclli~ 
gente offices to clarify existing inforustional requirements and 
specific translation requests. 


13. Reade and flles for a limited pericd of tine pertinent re~ 
porte af other intelligence activities to avoid duplication and to 
relate the Branch effort most effectively to that of other datellie 
geome units with sinilar purposes. 


lke serves ag consultant to other area Branches on aattere per- 


taining to sagtern curope and the scandinavian countries and to other 
authorized requesters on the foreign languages in its area. 
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15. owaluates the reliability and accuracy of individual foreign 
docunents or categories of foreign documents upon requeate 


15. Provides translation service aa directed by Division Chief. 
17+ Provides miscellaneous special. services, such as intor- 
preting, correction of language cxaainations for other offices, trans- 
Jeting fraa english into a foreign language, etc», es directed by the 

Division Chief. 


18. Maintains Branch area security in accordame with CIA 
secur: ity rogulationss 


19_ Indoctrinstes new personnel in basie intelligence procedures 
aml trains thea in document exploitation techiiquede 


SEC 
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DOCUMENTS CONTROL BRANCH FUNCTIONS 


le Surveys worldwide sources of foreign language documents, 
including govermaent agencies, academic institutions, publishers, 
bookstores, libraries, commercial firms and research organizations, 
to determine the existence and availability of docunents of 
tial intelligence interest; conducts the surveya by means of 
contact or by request to appropriate collecting activity 
and by exeanination of domestic and foreign publications. 


Ze Arranges for procurement of decuzents of interest either 
directly or through appropriate channels. 


3e Prepsres reports and studies from surveys with reference to 
Location, type, intellicence potential and availability of documents. 


he When publications of a country become or are believed about 
to become unavailable for overt acquisition, undertakes special sur 
veys to determine the existence and availability of these publications 
in other countriese Plans and implements the procurcmont of scnsitive 
publications by means of special sourcese 


S, Conducts surveys on foreign documents pertaining to special 
subjects or geographical areas in response to collection dircctives 
er other informational requests. 


be Maintains a central locator file containing information ob- 
tained in surveys as to location, description, intolligence value, 
extent of exploitation, etc., of foreign docunent collections, 
current Listings of foreign language serials and their availability, 
reference materiels and other information of source value; collects 
amd collates information for this file by conducting continuous 
exmaination of foreign publications lists, periodicals both foreign 
and donestic, reports, etc., in order to ascertain the existence ani 
aveilability of publications of interest. 


Je Advises authorised requestors on captured German and 
Japanese documents as to location, type, intelligence value, amount 
of exploitation, etc. Upon request donductes surveys involving 
sercening, assessing, report and procuring of captured documents 
on special subjects or geographical arcase 


8 Conducte continual external sercening activities at the main 
document repositories in the “ashington area, informs appropriate 
parties af current findings ani arranges for procurcaent of such 
materis] when necessary. 


9. Maintains constant liaison with document exploiting branches 


of the Divielon as to documant requirements, informs om availability 
of new material and succests material for subseriptione 
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10, Briefe Bub featlons procurenent officers sho are wolne 
abroad as te forelgn document requirements; confers with returning 
intelligence personnel as to availability of foreign language 
publications. 


lie Coordinates the ordering of publications for the Office — 
of Operations; prepares selected requirements listings for the 
agency of foreign language documents for procurement by specified 
publications procurement officers abroads Prepares estimates of 
furis required to procure publications needed by the Office of 
Operations. 


12s Sereeng documents received for intelligence value based 
on requircments of the Division and the Agency; routes documents to 
epprovriate branches for exploitation and/or information. Msintains 
propar accountability records for all documents received by the 
Divisions keeps visible card filles showing by area and language saa 
title, publishing authority, periodicity, issue receipt and disse 
nation of all serial (newspapers and periodicals) publications; 
indexes by mmber non-scrial publications (books, monographs, bro= 
chures, ete.) of intelligence value and abstracts their subject 
matter content on IDM cards for incorporation into the Branch's | 
non-serlal index file and the CIA Library Neekly Accessions Liste 


13 Retains foreign language documents of intelligence value 
for a period commensurate with their value and interest to intelli- 
gence activities; provides a reference service on these docunents 
to authorized requestors; forwards. subsequently all docwwents to 
OCD with recommendations as to permanent repository. 


lke Maintains central files of all Division products. 


1Se Sercens and routes ell intelligence reports, cables and 
refercnce materials received by the Division to the appropriate 
branch or branches; determines the order of routing within the 
Diviaion on a priority basis. 


lée Prepares bibliographies of foreign language documents 
held by the Division in accordance with Collection Directivese 


17+ Initiates requests for loan and/or purchase of serial 
and non-serial publications for the Division, maintaining tracer 
functions on all such requests. 


18s Coordinates the requests from branches of the Division. 
for microfilming and/or photostating of materials supervises the 
operation of thermo-faxing for the Division. 


if Heintains a central file on all documents sent to Graphics 
Register for photographing and on the caption reports which accompany 
goch documents « 


20, Coordinates CIA requests for procurement of foreign lang- 


nage materiale. 
aaa 
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REPORTS BRANCH FUNCTIONS a 


le Reviews all Division reports from substantive and intelligence 
standpoint te determine accuracy of interpretation, clarity of presen- 
tation and applicability to requirements} cooperates with appropriate 
Branch in the revision, correction and/or reconstruction of reports 
when necessary; reviews such reports far value in relation to dissoni= 
nation and, for use by intelligence analysts, for security classifi~ 
cation, and for possible assignment of "US Officials Gnly* or “Internal 
CIA Use Only” restrictions; determines method of handling as m infor- 
mation report or other forn of publication} exercises discretion in 
withholding from publication material of exclusive interest to the 
covert operations offices; and forwards the latter through the Division 
Chief and aD/OO for their attention. 


2, Receives Collection Directives and other informational re- 
queste directed to the Division; assigns such requests to appropriate 
Branch or Branches for actions conducts liaison and propares corres~ 
pondence relating to such requests; maintains files of all Collection 
Directives and requests and kesps suspendo files to assure compliance 
by appropriate Branch and determines in cooperation with appropriate 
Branch possibility of meeting requirement target dates and carries out 
necessary liaison and correspondence in this connections 


3e Edite all Division reports for editarial correctness, stan- 
derdize style and format. 


le Prepares for printing and dissemination by typing on duplinat 
plates, mimeograph stencils, or for direct photolithographic repro~ 
duction, ali of the publishable production of the Divisions by expert 
drafting, copies or provides illustrations, diagrams, sketches and 
naps for products of Division exploitation) arranges for sufficient 
copies and adequate dissemination for both published and unpublished 
reports of the Divisione 


S. Cbtaing liaison clearance for personnel of the Division with 
outside agencies and maintains records of all such liaison. 


6. Maintains a cross—indexed document exploitation file of work 
completed or in process in the Division or othex intclligence agencics 
by subject, area, author, docuzent and publication mmbers in order to 
prevent duplication of translation and exploitation esong the intelli~- 
genre agenties; provides information therefrom ani edits, prepares and 
publishes monthly a Consolidated Translation Survey in cooperation 
with the participating intelligence agencies, thereby informing thea 
of tripipiasaca and exploitation completed and initiated during cach 
ONT « 


Te Plans with the cooperation of appropriate Bramhes a prepa~ 
ration of Division products for content, illustration, method of 
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preparation, time preparation and possible date of publication. 


8 Maintains statistical records for the Division on types of 
exploitation, numbers of pages prepared, languages exploited and 
types of documents exploited and quantity of special translation 
services; prepares from such records monthly statistical reports, 
status reports and other special reports as required by Nanagenent, 
Budget, OCD or 00. 
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Foreign Documents Division (1) 


GFFICE OF THE CHIEF 

A, irectf ‘the exploitation for intelligence purposes of all types 
of foreign language documents, including captured documents, 
foreign press, periodic:1s, and books, 

B, Provides’ a central translation service to support informational 
and seucetiinal needs of the agency and to fulfill, when Agency “ 
workload permits, translation requests from other approved 
government agencies, 

Cc; Developy’ new sources and methods of exploitation for foreign 
language documents in order to assure best possible coverage of 
these materials to meet the needa of intelligence agencies for 
information, 
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Foreign Documents Division (2) 


ADMINISTRATIVE STAFF 
Provides administrative support for the Division, ineluding all 
matters pertaining to personnel, security, supply, property, 
space, budget, finance, and meintenance of a message center. 
Savaloge and supervises implementation of divisional administra- 


tive procedures, 
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Foreign Docuzents Division (3) 


DOCUMENT CORTROL BRANCH 

Surveys world-wide souress of foreign language documents, establishes 
procurement channels, and maintains the flow of foreign language 
intelligence material into the Division, va 

Reesives, selects, and routes incoming foreign language materiel to 
appropriate unit for exploitation, v 

Indexes, catalogues, and perforns other related library funeti>ns in 
eomnection with foreign languaze documentary material acquir ¢ ty 
the Division for exploitation and subsequent forwarding to appropriate 
repository. 

Provides reference service for CIA and other intellivence agencics »n 
foreign language holdings in the Division, —— | 


Coordinates CIA requests for procurement of foreign language documents. 
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Foreign Decuments Division. (4) 


REPORTS BRANCH 

Reviews a1] Division publications from a substantive and intelli+ 
gence standpoint to determine accuracy of interpretation, clarity 
ef presentation, and applicability te requirements, 

Edite all Division publications for editorial correctness, standard- 
ised style, and format, 

Receives and processes incoming requests, from OCD and other CIA 
offices, assigns action to appropriate branch, and maintains follow- 
up controls, 

Compiles date for central exploitation files, providing information 
therefrom to authorized requestors and preparing monthly Consolidated 
Translation Survey for distribution to participating intelligence 
agencies, 

Preperes required workload, progress, and other statistical reports, 
maintaining records necessary for this purpose, 
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Foreign Doeuents Division (5) 


SCIENTIFIC AND TECHNICAL BRANCE 

Reviews all available scientific and technical foreign language docu- 
ments to cetermine applicability to existing intelligence requirenonts. 

Analyzes, selects, indexes, and compiles intelligence information of a 
scientific and technica! nature in the exploitation f such docunents 
to fulfill requirements. 

Maintains appropriate cross-index files of foreign setontific and tech= 
nical source materials and inforn:tion. 

Prepares intelligence information reports and analyses of foreign 
lenguage source materials 4n response to collection directives, 

Maintains working~level lieison with OSI counterparts and authorized 
requestors, 

Provides translation service for scientific and technical documents as 
directed by the Division Chief, 
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Foreign Documents Division (6) 


REGIONAL BRANCHES 

Each regional branch, for its assigned foreign geographical area, wills 

Review all available foreign language domments (except seientifie and 
teshnienl) to determine applicability to existing intelligence re- 
quirements. 

Analyze, select, index, and compile intelligence information in the ex — 
ploitation of such docuzents to fulfill requirements, 

Maintain appropriate crogs-index files of foreign language souree 
materials and information. 

Prepara intelligence information reports and analyses of foreign lenguage 
@ource materials in regponse to collection directives, 

Maintain working~level liaison with ORE counterparts and authorized 
requestors, 

Provide translation service as directed by the Division Chief, 
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